
1

INSTRUCTIONS FOR USING THE NAVY’S ON-LINE RESUME BUILDER

1. Log on the internet and type http://www.donhr.navy.mil.  It will automatically open to the
Department of Navy Human Resources (DONHR) homepage.

2. From the DONHR homepage (Civilian Human Resources), click on the blue tab marked
JOB OPPORTUNITIES.

3. After reading all the instructions, click on the link located on the left side of the page
marked JOBS, JOBS, JOBS.

Click Here

Click
Here

http://www.donhr.navy.mil/
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4. Click on Click Here To Continue

5. On the map, click on Pennsylvania for Northeast Region listings.  For other geographic
locations, click on the appropriate area.

Click Here

Click Here
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6. When the job listing is displayed, it can be sorted by any of the column headings (e.g.
Announcement Number, Position Title or Location).  For example, to sort by position
title, click the heading marked Position Title.

To sort by
Announcement
number, Click
Here

To sort by
Position Title,
Click Here
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7. Locate the vacancy in which you are interested and click on the title.  This opens the job
announcement.

8. Read the entire announcement carefully paying particular attention to the Who May Apply,
Duties and Qualification Requirements paragraphs.

9. Scroll to the bottom of the announcement and click the button marked Take Me to the
Resume Builder. 

Scroll Down
Using This
Scroll Bar

Click here to
display job
announcement

Click Here
for Resume
Builder
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10.   The Resume Builder will open – using scroll bar, move down the page.

 

11. If you have never used the Resume Builder before, you will need to establish an account.
Click on the button marked Click here to create new account.  [If you already have an
account, enter your social security number and password in the appropriate blocks. A
screen acknowledging authentication of your SSN and password will be displayed.] Click
on the button marked Click here to continue and the Online Resume Builder will open.

Click Here
for New
Account

Scroll Down
Using This
Scroll Bar

Complete SSN &
password for

previously
established account,

then click here.
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12.     The create new account page will open.  Fill in the blanks and click on the Register button. 

Be certain that Social Security Number is correct before registering.

13.   When your account has been registered, click the button marked Click here to continue.

Click Here
When

Complete

Click
Here
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14. The Login page will open. Enter your SSN and password under LOGIN HERE and click on
button marked Enter SSN/Password and Click here to login.

15. A screen acknowledging authentication of your SSN and password will be displayed. Click on
the button marked Click here to continue.

#1
Enter
SSN

#2
Enter

Password

#3
Click
Here

Click
Here
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16.  The Online Resume Builder will open.  Read all instructions carefully and scroll down page.

17.  Complete the form making sure to fill out all required fields (those in red).  Do not use signs
and symbols such as % # ( ) / =.  Be sure your spelling is correct - there is no spell checker.

Click
Here

Move Down
Using this
Scroll Bar
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18.  If you don't know the definition of a Hiring Program Category, click on the program and a
definition will appear (see example below - VEOA).  As each section is completed, click on
the button marked Before proceeding, click here to SAVE.

Click
here to
save

Click on
program to
see definition
below.
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19.  In the Work Experience section, if you are currently holding the position that you have
indicated, the "Employed From" block should reflect the date you were employed into the
position and the "To" block should reflect "Present", not a month and year.

20. Description of Duties/Accomplishments: Use the ENTER key for line and paragraph
breaks. ***You must Insert a blank line after every 20 typed lines*** Use TAB to jump to
the next field. You are limited to approximately 7700 characters.
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21.  Additional Data Sheet questions appear in red and must be completed before the resume
can be submitted.  

22.  Convert Demonstration Project pay plans and grades to their General Schedule
equivalent.
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23. Upon completing the resume, it can be saved, previewed and printed by clicking on the
button marked Preview.  If submitting the resume, be sure to click the button marked
Submit.  If you wish to save the resume but not submit it, click on Exit.

24.  When the SUBMIT button is clicked, the following is displayed.

Click to
Submit

Click
Here to
Submit

Click to
Preview

and Print

Click
Here to
Submit
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25.   A notification of transmission will be displayed and an email confirmation will be sent to
the email address entered in the Resume Builder.  Complete the process by clicking on
BACK to HOME PAGE.  Allow 2-3 workdays for the resume to become active in the
Northeast Region’s inventory database. 

  

Click here to
Return to

Home Page

Click here to
return to
Home Page

http://www.donhr.navy.mil/
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USING APPLICATION EXPRESS

1. Once your resume has been submitted and is active in the Northeast Region’s database,
additional job announcement numbers may be added by using Application Express.  Note:
Do not use Application Express unless you have an active resume on file with our office.
Allow 48 hours for processing after the resume has been submitted.

2. Log on the internet and type http://www.donhr.navy.mil.  It will automatically open to the
Department of Navy Human Resources (DONHR) homepage. Navigate to the Job
Opportunities tab and click.  Click on Jobs, Jobs, Jobs, then on Click Here to Continue.
Select Northeast Region from the map and wait for the job listing to open.  Navigate to the
job announcement you wish to add to your resume and scroll to the bottom just as was
done for the Resume Builder.  Click on the button marked Application Express.

Click Here

Click here for
Application
Express
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3. Once the Application Express page is displayed, click on the down arrow on the box
next to the question:  “I have a current up-to-date resume on file with the Human
Resources Service Center Northeast and wish to use that to apply for this
announcement?  Select “Yes”.  Click on the button marked Submit.

4.   When the Application Express page opens, complete all requested information making sure
the ones in red are complete.  Be certain your Social Security Number is entered correctly - this is
very important.  When finished, click on the button marked Submit My Application Express.

#1 Click Here
and Select
"Yes"

#2 Click to
Submit

#1 Complete
Information

# 2 Click
Here to
Submit
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5. This Application Express Notification will display if you do not have a current resume on
file as was indicated earlier.  Click on Take Me to Resume Builder in order to create a
new resume.

Click here, if
you do not have
a current
resume on file.
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6.  This Application Express Notification will display if you do have a current resume on file
as indicated.

7. A copy of your Application Express information will be emailed to the address you
provided.  

8. Either close the browser or return to the DONHR homepage by clicking on the button
marked Take Me To The DONHR Homepage.

Click Here
to return to

DONHR
home page

Click Here
to return to
DONHR
homepage
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PRINTING A HARD COPY OF YOUR RESUME

1. To print a hard copy of your resume, from the last page of the Resume Builder click
on the button marked Preview.

2. A copy of your resume will be displayed.  In the Brower's top menu bar, click on File. 

3. Click on Print to produce a hard copy of the resume.

Click
Here

Click Here
to Print

Click on
File
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4. Printer information will be displayed – click on OK and resume will print

                                                              

Click Here

Click Here
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